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T#i THE INTELLOFAX SYSTEM 
(The CIA library and the Machine Division). 


Te EARLY DEVELOPMENTAL HISTORY (19);7=5);) 
Ap Cojectives and Equipment Needs 
In providing a central reference service to CIA and 

the intelligence commnity, the early managers of the 

Agency recognized the need to develop a machine capability 

for indexing and retrieving a staggering quantity of intellie 

gente documents. The resulting Intellofax System, which 

evolved jointly by the Machine Division and the Library, 

was unique-= no other government agency, no university or 

library and no commercial firm had anything of its type 

in operation, The name was coined by Dr. Andress in 1919 

to deseribe the system which combined IBM and facsimile 

reproduction techniqued for intelligence documentation 

purposese Later in common parlance, the word was used 

not only aa a nouns (the Intellofax System and the Intello«~ 

fex files) but also as a verb form (intellofaxed and intelloce 

faxing for the indexing aspects) and became a household word 

in the intelligence communitye 

The actual authority for establishing the Intellofax 

System appeared in an ORE Instruction # Jel7, entitled 
25X1A9a _ Furctions of the Reference Center, dated 15 July 19h7o 

PI Assistant Director of ORE, charged the 

Central Index (leter the Machine Division) and the Intelligenca 

Documenta Division (later the CIA library) te 
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25X1A5a1 
25X1A5a1 After numerous meetings vie na investigation 


ef other companied, such ae the machine 
25X1A5a1 experts opted for | a contract was let in January 1916, 
pope By July | produced the first of the Library Recordes 

and had completed the final design for the IBM card a canney. 


Both awaited OCD approval. Experimenting and testing continued 
25X1A9a and in January 1919 a reported favorably on the equipment, 
commenting that 
it was indeed gratifying and thrilling to 
see the first phase of this development 
actually operating and with such fine quality 
resulta. « e¢ it illustrates the, at out 
effort that the people of the a eee have 
been and are putting into the ioe 
Progress reports were prepared periodically throughout 
the first six months of 19193 teat runs were made during June 
and the equipment was finally accepted in Julye The Projecta 
Review Committee on 27 July 1919 approved an amendment to the 
original contract, which had been in the amount of —a 
25X1A1at©® the amount of $ 25X1Ala 
The Intellofax Card, or Fexcardy was an IBM punch 
card of standard shape and dimensions which bore on ite face 
up to 200 words of printed information, the so-called bibliographic 
datat source, country, date, title, possible abstract, pagination 
and security classifications The corresponding coded and punched 
data appeared at one end of the card, The cards were sorted, selected and 
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arranged by standard IBM machines; and the printed Ant ormase 
tion on the selected cards was transmitted and reproduced 
by facsimile process» 

The equipment delivered in May 1950 was the second 
prototype resulting from the developmental. engineering 
begun in January 19)8."Shakesdown't tests were still being 


conducted in mid=195L concurrent with actual US2E8 « 


25X1A9a 
ae. an Office of Comnunications employee 25X1A5a1 
(and formerly an engineer — was oi temporary 


duty with CCD and placed in charge of the Faxcard equipment > 
25X1A9a 
He wrote to | | (chief of the Machine Methods Division since 


September 1950) that since the equipment was not standard 
equipment, additional development was anticipated before 


the stability of the equinment could be placed in a class 
if 
with that afforded by existing teletype machines, 


At the same time that test runs were being made 


f 


25X1A9a 7 
25X1A5a1 on the Me guipment » MB vestigated the potential. 
use and availability of thermo=nrinters which would repro= 
25X1A5a1 


duce/printed, \typed or wittén data by a heat process, 


25X1A5al 
fv 


nesotag Was responsive to CCD! 
- 5 
for this type of equipment and agreed to build and demonstrate 
ww 
if 


8 urgent need 


A 
a protuiype:of the machine by July 199. This was the basis 
7 : : 
for the first Intellofax tapes printed continuously ante 
thermorax paper, somewhat sinclar to, though smaller than, 
dé 


GRouP 1 
Excludad trom automatic 
downgrading and 
Len arpwo nace aap declonsfication 


Approved For Release 2001/08/01 : CIA-RDP84-00951R000300040008-9 


‘—eeerroneenemen ee 


INIELLOPAX—pege 2 
.- Approved For Release 2001/08/01 : ditdiineate) 0951R000300040008-9 
(1) index, by business machines procedures, the 


subject ratter of all available r rts, and 


other documents of a foreign 
and (2) oLassifiy and cat 
sextagg Raberieds of a foreign intelligence nature to Clie 
eee Chief of Central. Index, was given the responsibility 
for organizing and developing the initial essential steps toward 
establishing a central indexing and filing system, in conformity 
with an earlier ICAPS recommendation in March 19hT. It% soon 
became apparent that no existing equipment would be capable of 
meeting the needs envisaged. Although an IBM punch card offered 
great flexibility and speed in the handling of thousands of cards, 
each of which would represent a particular document, no card 
would carry enough printed data to supply the researcher with 
25X1A9q.-—s akties and descriptions of iets. tacts 19)? HEM ana 29X19 
his deputy, BE net vite top mnagenent of eres, 
Dn ‘© discuss the possibilities of the use of 


25X1A5a1 standard I machines and the adoption of these machines, 
to the documentation probleme yn — 4 said that 


his compaiy would be willing to cooperate with IBM in adapting the 


25X1A5a1 


Telefax machine to automatically reproduce bibliographic and subject 
abstract data typed on IBM cards onto any type of paper including 

a duplicating meddity! This would answer the problem of preparing 
accession lista and lists of abstracts requested. (Management 
originally planned for a daily aceesaion list of those intelligence 


documents receivad and indexed, a1] of which would be abstracted.) 


GROUP 1 
i i cluded from ty Tr 
4 Foie Ast enter, ORE te telat Central. Index 
PP PRONE) dua, ia aan ear ale g Procedurese | 


Ve (in Chrono 1946-7 59=98/8) 


DL tab ete ae 


POY eer 


Approved For Release 2001/08/01 : CIA-RDP84-00951R000300040008-9 


The Intellofax tare, 28 ib was know throveh the entire 
Intellofax history, was originelly a lt inch wide tape prepared by 
the facsimile process, The Inbellofax punched card vas Ted into 


which optically scanned the 
a transmitter: the printed informationg 


A receiver teceived signals from the transmitters the printec. infornabion 


was impregnated into a chevically treated tape which was dried ly a 
heat process. The-reswiting-continuous role of Tacs inite tape 
was-Lolded-end-ultbimetely-piverr to tie PEtisster s” 


The early OCL managers had hoped to 2 lectronically 


tranonit the Intellofax irformstion to requester in their om 
office lecations, As of 15 May 1950, 6 transmitters and 1 elvers 
% 


had bosn delivered, Experiventation conbinucdtthroughout the swirer 


months and the firsb bransnissionwas strichly local, transmitter and 


25X1A6a 


yeeelver side by side ia the “chine Division, Cne receiver vas plac 
a in the Branch Library, but security considerations and 
technical problems of transmission vere responsible for now 
continuing with what seemed like a Utopian transmission pkas¢e 
The production of Intellofax tapes in the 1950's and 
1960's first by facsimile process and leter by the Gard List 
Camera and Photostat Expedite: always remained in the Mechine 
folder \ 
Division, The completed tered (on ¥Az du0 loter in booklet form } 
x 
were delivered to the requester hot via electronic tranemission 


but by hand. 


% Photo of Transmitter and Roceiver 
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Je The Intelligence Subject Code (1sc) 
Tn conformity with ICAPS wishes steps were also 


taken by the Central Index to prepare a unified subject 
25X1A9a 


classification schemes rote +o SR in 25X1A9a 
July 197 

Although the Reference Branch has taken the 

initial stevs in the direction of establishing 

central indexing and filing procedures, any 

unified acceptance of the end product of these 

investigations will depend upon joints action 

of JAB and ClG representatives and the agenetes! 


i, 


final acceptance of the systen decided upon, 
25X1A9a 


on 1): July 1917 I onteres on 
duty as Chief of the Classification Unit of the Intelligence 
Decuments Division to work with the Central y in 
t 
developing a classification schedule for OlGe> 
Tt was soon evident that the Nar Department's 
Basic Intelligence Directive (BID) devised during World 
Wer TI fer collection purposes (although it had been uged 
Bo : Bt AGa 
for classification of dccumerts in the Ga Iibrary in I 
immechately after the var) was not adequate. The subjects listed 
in the BID were not sufficiently comprehensive to cover the 
wide range of subjects in intelligence documents because Lo 
had been cevised for Army purposes aly. The economic, politicel 
Pater 
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and scientific sections were woefully weake Tt was decided 

to prepare a list of subjects which would include those 
cenbeinea in the BID, the Navy Monograph Guide, the | 

abridged Dewey Decimal system used by the State Department y 
and for scientific subjects, the Voge Classification, prepared 


and used by the Joint Research end Intelligence Hoard (JRBD) « 


25X1A9a 

lt el made visits to the parent organizations 

iY : & ur 38 ‘ “ 331 i. sti *« h et 
25X1A9a using these classification schemese 
By August 19) 7BBBEEPlassification Unit of 6 

people had completed a general frarework of en all-inclusive 
re elassification schedule with the assistance of FBBBBBD osx 4,98 

=z a classification specialist from JRbD. (CCD tried un- 
25X1A9a 


successfully to recruit ss a permanent enghoyee). The 

major subject categories included: Army, Navys Air, Political, 
Economics Sociological, Scientificen Geographic, and Biographic. 
On 22 August a familiarization meeting was held with duly 
appointed representatives of the three serviese The participating 
IAB agencies agreed to develop and/or revise their respective 
military categories in the BID, To those categories would be 
added the CIG contribution consisting of the non-military 
gubjectse Because the War Depertnont was not inclined to 

change the numbering srstem of 4 he BID (8 digits), ib - as to be 


used ag the nucleus cf the nev classification system. 
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25X1A9a 

al was nob very enthuciastic about the cooperction from t he 
Paint aes agencless “e anda? visited the State Dopartrent 
librarian, who weleorcd a comprehergyive expansion of the Syngry Uavir 
and Airc subject chassificaticoa, bub felt that this expansion showkd 
be incorporated into the auridged Deyey, The rerresentatives of the 
TAB agencies seemed to feel that what CIS was trying to do with a 
new classification would replace the classification which each agency 
was usings This was 9 Of course, the ultinsts aim, bub it would not 


=> i 


be realized even partially wrtil the Air Force adopted the Intelligence 


Subject Code in 195. Zech representative took a cosmic view of the 
fields which were of primary interest to his agency and argued that 
the whole structure of intelligence would be imperiled by ang 


9/10/ 


deviations with its own schemes 


So the Library set about contimiing with tts om elassificatione 


The first edition of the Intelligence Subject Code (henceforth 


referred to as the ISC) vas dated 15 March 1918, The Preface indicated | 
that the edition was provisional and that the subject headings were 
intentionally kept rather general so that expansions and revisions 

coulda be made ag experience required. There vas no index to this 

first edition, A biographic or "Whots Who" cless which was in the 


Bas 


original outline was deliberately omitted because of the Biographic 
Intelligence Register of the Reference Centers The main classes and 
the number of notations (codes) were: 


000 Internaticnal Situation (a2) 


160 National Affairs (120) 


mie 
Excluded from automatic 
downgrading and 
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200 | Aewy (139) 
300 Navy . (181) 
00 Air Force (83) 


500 Weapons and Scientific Warfare ene) 
600 Science and Technology (82) 

700 Geography and Economics (232) 

800 Social and Cultural Forces (67) 


Total notations: 980 


-Rach of the eight categories was broken down to provides 
as nearly as possible, for the needs of the agency dhiofly 
coneerned== the 4 rng, Navy and Aiy gections following closely 
the patterns developed by the three services for their own usce The 
other sections had been worked over in detail with the ORE 
units chiefly concernede 

Chapters 100 through 800 retained their overall 
subject outline until the complete revision of the wc in 
November 1960, Further chapter sub-civisions appeared throughout 
198, but ib was not until November 198 that the 600 and 700 
sections were expanded to the full six-digit capacity allotted on the IBM 


card’, A relative index (alprabetical) waseprinted at the same time 
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25X1A9a . _ ; in the apa 
. es ... had reported for duty, on 9 February 
19h8, took over from MB in mid-19!;8 as Chief of the 29X1A9a 
Analysis Section (formerly Clasgification Unit), 
(She-vemained head of ‘the input or classification effort for 


the Tntellofex System almost ® years until the demise of the 


system the end of Wh7.e) She worked closely with analysts of oRE/ 


ORR and CST inthe conbinucus revision process during the first five . 
ae 
va 


years, ensure more effective organization or he information in 
docunents,e These research analysts pointed out deficiencies in 
certain subject fields end suggested approprinte changese Most 


para 


suggestions benefited and improved the ISC; others refelcted only 


parochial needs of insistent and narrow-in-outLlook requesters wh > 
raised their subject specialty out of all proportion to the entire 
scheme of Imorledge.s : f The latter type of 
requester made one section of the ISC lock ridiculous: the 
subject code for Plant Pathology (632.)) was sub-divided into 


68 different codes for wheat, ryey barley, oat and miscellaneous | 


crop diseases with the namas in Enclish followed by the scientific 
term in Latins 
The 199 ISC resembled the original 19/8 editcon 
only in the 8 major chapter headings. Within each chapter 
much restructuring book placa, A new heading tor Communismwas added 
and the" Li sectioa became the most widely used and remembered throughout 
the 
the book. Geography was moved from 700 to the 600 chapter. In 1950 


ROUP 1 


cluded from automatic 
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at the time the Library decided to catalog books 
according to the ISCy a 900 chapter (Organization of 
Information) was added. 

The history of the ISC from 198 throvgh 1967 
was a history of change and hoped-for chnprovensiite 580 
codes grew to 5,000. A review of the master copies of the 
TSC duxing these years reveals many pages of revisions. 
habaet Mow editions were puolished in 195), 1957, 1960, 
1962, 196): and 1967. Changes iin subject codes necessitated 
the preparation of new cards, The printed information 
was iratePersa from the old cerd to the new card by means 
of a heat process, whereas the punched data was converted by 
machine under ] punches to the new codes, This was a time - 
consuming process and caused backlogs in the -lachine 
Division. (The ‘sd osout change to an entirely new Isc 
in 1950 did not involve conversions thereafter, the 
Intellofax cards were kept in separate files--"A" file 
from 1960 on and "BY Pile~pre-L960) » 

ALL classification schemes have Linitations,and the 
JSC wes no exception, particularly since code expansion 
was tied inbo the MUlotted spaces on the IBM card. Ithrexy 
persomiel-elways” worked-closely-with- the-lychine-Divisionr personnel 
before-anything trigque tras*adopled. As mentioned earlier, the 
’ 

fol pw digit expansion of the 700 chapter went into effect in 


November 198. By 1950 At ecgme evident that certain aspects 
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of information could be uniformly applied to almost all 
and equipment 
commodity, subject codes in that chapter. These "actions" were 


—2%. 


production dabas imports-exports; maintenance, repairs 
replacement and construction; ,precurement, etc, The Library 
and the Machine Division personnel worked out a unique 


scheme for affixing a modifier before the subject code, 


A list of one to tuo digit ‘action" or prefix modifier 
codes was established. The classifier entered them on the 
code sheet by placing a slash hetween the modifier and 
Fhe suoject codes For example, the production of coal was 
written as 1/735. The slash appeared on the IBM ¢ ra as 5 
an overpunch in columns 1-6 (subject field). | 
®his important eneney in the coding process 
extended | 
eventually by #5) to ene rt chapters of the TSC, | 
Prefix modiers were applied to the military chapters yun /P3Y 
for such aspects as security, vulnerability, sabotage, | 
order of battle, specifications and description of 


miltary equipments 


Other coding devices were tmauguratede One 
of the subject codes= 115 (Insurgent Groups) had no further 
breakdowns, At the request of the ORE/Greek desk at the 
time of Sguerrilla uprising in Greece , the followLng 
dese ag appeared in the 1Oh9 ISG: The 115 code may be combined 
with the first /igits of any classifivation number throughout 


Geoup 


the ISC, ecge monetary system oftireel: Puggii tas 115s of (de 
KA 


fuded from automatic 


The sane r snacks ond 
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a rns 


Godan: g specificity was also achievedin another manner. 
-other~instanees. A ligt of languages, minorities and cultures 


was prepared and coordinated with Andrews (his specialty) 
and the 3 digit identification could be combined 

with either the 117 code for minorities or the 876 code fer 
foreign languages. For example, the Italian minority was 


coded 117-119 and the Italian engunse yas coded 874eL19. 
Statist&és compiled for the Intellofax System 


indicated that an average othfiaubject codes were assigned 


per document. 
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9, Area Classification: 


Libra Classification as the best ahi most adaptable 


system for coding geographic arease According to thid 
system the world was divided into 26 main divisions, A 
through Ze Each alphebebic division was further 
subdivided, moving from ri aht to Jeft with a numeric 
esignation. For example: 
M Europe 

TIM Scandinavia 

VIM Denmark 

1H Finland 

1 Norway 

WIM Sweden 

WLM Northern Sweden 

2M Southern Sweden 

AMS did not maintain its area classification on an 

up-to-date basis§ therefore, the Analysis Branch (the Section 
became a Branch early in 1950) was constantly expanding the 
code and updating it to mecific Tntellofax needs, When 
India was divided into India and Pakisten in 1948, the former 
cede of SU became EU for India and NU for Pakistan, with 
farther subdivisions for both countriess Politica- 
geographic concepts and some types of country relationships 
were designated by reans of a slazh(/) which alveys followed 
an area code, For example , fh denoted a League, Confederation, 


Axis or International Oreanizatione Thus, the Arab League 
B 3 oo 


was coded 6K/A3 the United Nations beceme t/a. (2 had been 
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established as the code for the World). /G dom 
noted Comnubist influenced or cominated countries 
andwas used effectively with the Bastern European 
or Far Eastern blocs, By this device the Mechine Division 
could easily retrieve information on all Comeinist 
cy 
countries (other than soot which had its own erea code of HN). 
It was easy to sexregate the Russian Zone of Vermany (lM/C) 


from West Germany (14/D)¢ 


Related Areas 


paar 


The original design of the IBM card allowed 
the ia 
fon ded cits (columns 710) of the AMS codes Soon thereafter, 


colum Ll was allotted to the slash, Two years of experience 
pointed up the inabilivy of being able to show any area 
relationships. This came to a head with the 1950 Korean 

War, when it seemed necessary to be able to show sone 
combination of avers st China, USSRs North Korea, South 
Korea or the wal entire punching area of the IDM 

card (other than thy subject field which always remained the 
first Prcigtts) was revamped, eliminating certain codes 

4 

whoa not seem necessary, such as day of publicution and 


= + es . ‘ a2 + Pak ( 
date of information y and adding other codes, such as But _ 


in columns 19-22, The revamped card of February 1950 provided 
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: ‘Ay 
space for two related areas or (Pins pits each. 4rea codes thea 


contained more nants cits becare abbreviated, such as 
228M to SI for Spaine The classifier * indicated them on 
the code sheet with a parenthesis to alert the key puncherse 
Example: N (é) ‘) (Ju)— some relationship between 
the USSE (MN) and France (ox and Russian Zone of 
Germany (Jt) 
he advent of the Korean War also brought out the 

need for a separate file arranged by areas Requests which were 
coming ag for everything on Koren could not be answered quickly 
because the primary file arrangement of the Intellofax card was 
by subject code. Bepinning Sept Lonber 1950, the Machine Division 
gtarted ” adjunct Brea File by preparing one extra card for 
each main area (there was no card filed by related area), No 
subject code was punched into the card, The Aree File filled a 
specific need at the time, when many analysts were woefully 
ignorant of Korea, It continued to serve effectively in 
retrieving all information on smaller areas, such as whe oblast 


; ns 2 re bese 
of the UBSR and the prvinces of China, Because the Area Bile 


grew so ravidly and was consequently uscless for large Snes in its 


seb~up without subject code punches, the Analysis ‘Branch and 
in 1953 
the Reference Branch made an agreement, concurred in by the 


Mechihe Division, that area cards would be punched only foré 


(armel he et BoP angg nomerecemerpet neat ttn mt ne A 


¥ Enetys: ‘Sis branch p~prctessi. ol personel vere calaed py various Eibiloess 


elas SS4 ai iia U 


ers, indefevs, coders ‘the most common, but the east professional 


and finally Library or Soren analystse 


CHOU? yO 
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tho European sabellittes (except the Russian 
wba car 

Zone of Germany), JSSa oblasts, Central (except Mexico) om 

dwerican countries, African countries, Asiavic countriss 


(inele Neary Middle aad Far Eyst), Finland, Yugoslevia, 
'eteste, the Vatiean, and islands (except Australia 
and New Zealand). . 
ah 
Tn L985 another important change was made 46 the 
Area File, The classifier underlined one subject/area combination 
considered most representative of the whole document. The 


-” a 
entire Wie % dubject code was punched into the area card, 


put within a given area the card was filed only by the Lirst 
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Miscellaneous Codes 


Sacurity Classification aoe 


With the cowpletdion, (although continual revision > 


of the ISCTand the adoption of the AMS Area Classification 3 
thought was also given to other necessary codes to be 
punched inte the JEM card for camplete retrieval, 
Lr, Andreyvs issued a memorandum on 3 January 1919 

vi : 
to "All Ennds, ocnt, establishing uniform codes to be used 


on all OCD coding operations, The Procedure Manuals oi the 


fntellofax System (1949, 195k, 1959, 1960,. 1967) show 


the security classifications with various controls hat 


s 


RE cs 


evolved as more and more nonsCIA requestezs used the 


ee 
Biot 


system ‘< In 19:9, in addition to the actuel security | 
classification codes, there were on®y two trpss of 
controls—-US Officials Only and CTA Internal Use Only, Over 
the years, others were added to the coding pattern so that 

the machines could elinifate certain docunent citations 

with controls such as Controlled Dissemination y Werning Notices 
Sensitive Sources, No Dissem Abroad, No Foreign Dissemy otc, 


Ly 


In June 1918 the Library issued Library Bulletin No. 1. 


t\ ij 
Entitled the Locator System, if explained that the intel lirence 


Source Locator 


cecunent files inthe Iibrary hac been set up accordin-, to 
"AN and "S" files. An arbitrary division, is was devised for 
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25X6A 
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despatches as well as CIA raw intelligence (00-3'5 and SO's). 


3t files included mainly finished intelligence, intelligence 
summaries, monthly or weekly reports, end the Like. the 


ve 


first number in the locator was a P digit code assigned to 
a particular agoncys The remaining # digits were the cowrbhrr and 
the post for "A" type documents and branch and division of 
ol 
e 


é 


; on 
the agency for 'S" types Thus, O5A0601 referred to emg gy atvarh 


report fron _— are 0550601 referred to avr 
P 


Arnygrseries type document Svom the Far Bash Command, AUIS. 
These same designations were also used for indicating the source 
of the document on the Intellofax punch card, 

By 1 June 1919 it was necessary to ‘issue a second 
bulletin because of numerous changes in organizetional civisions 
of goverment agencies, Ia the intervening yeat, in addition 
to the "A" and "S" type categories, four more had been added: 
Nota correspondence and Executive Registry material, "G"-Dasic 
Antelligence studies, "I"%« bibliographies and "P"= press. By 
Februery 1950 these arbitrery type designations vere no longer 
punched in to the Intellofax cards 

Tae Preigit source ecabors remained basically unchanged 


until May 195), when specific elty or yost locators for Army, 


} 


2 ; 
Navy and Air attache reports were no lenger considered necessary 


GROUP T 
Exdluded from automatic 
downgrading and 

daglassification 


UTE Xeerage 1? 
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oar toe 


for retrieval, By domary 1956 only the#® digit sources Locator 


~ 


was used for everything except Clé, foreign covernments reports and 
Bo, Secret documsrtse 


Ole fui 

O2-. ATA 

03- Navy 

Oh State 

CS— Axney 

O6~ Defense in general 

O7ih Other government agencies 
15» Executive, Legislative and Judicial Branches 
16— Non@overment 

L7~ International Organizations 
1é~ Foreign Governments 


The coding schemes described in the previous pages 
provided selectivity in retrieval. Requesters were always urged to. 
be as specific as possible on subject requests and not to ask for 
too general a subject, such as Politics (the entire 100 chapter | 
of the 150) The only reason for a Ohtet ISC was 
to pinpoint specific subjects, if possible. Provincial breakdoms 
ofissr and China helped area specialistse Requesters were also 


reminded that the date df publication was punched in the IBM card, 
Why ask for all years when only 1950 was needed? Security 


chassification and source specificity were part of the retrieval 
picture, although not yequested as often ag subject, area and 
date initélonss Requesters somtimes thought they knew the | 
source of a document and they peered to be wrong when a rerun 
was made for all sourcese The same was often true about dates 

The following is a typical request using all the 
code selectivity: 


TEE GLEG Pood tad AR oiAg exc) 


Approved 


ho 
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at 


Bxommnist Party penetration af f labor organ oinabions in 
a: uring TIO CIA document (SO) onlye 
Through Confidential. Original card formas 
VWh.562 Subject code (columns 16) a 
&i . Country cod3 (columns 7640) 
LOu5K Dates  (eotkams 2-25) 
02--0),0) Sources (columms 13-20) 
3 Seeurity classification (volwumaci2) 


Abbreviation File 


A reference tool which the classifiers found a need for as 


early ag Janvary 19:9 was a list of abbreviations of organizations 


which appeared in intelligence documentse A manual file of 3" x 5" cards 
was established out of necessity because there was no one list of | 
abbreviations y particularly of a classified nature, which met the 
completa need for identification. A statement of functions 
of the CIA Library in September 1950 included : "Maintain and 
service a central file of abbreviations and code names for wells 
gence documents." 

Established originally because of an indexing need, the growing 

(49,000 by 1959) 
Abbreviation File was also used by the reference librarians when: 
published lists of abbreviations did not answer specific reference 
queries, The card smite tied qe abbreviation, the area » the title tranalatic 
the abbreviati 

‘the foreign title, a brief descriptive comment, and the source of 
“tfices throughout CIA, particularly FDD, supplied hundreds of 


abbreviations and their identification to this Files A notg appeared in 


Poy 


grading ond 
declasvification 


_ INTELLOFAXKed, 
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the front of the CIA Telephone Directory under services 

of the CIA library encouraging requesters to make. 

use of the File. In 195) a publication was distributed 

entitled "Abbreviations of U.S. > ME enc Internationat = 25x1x7 
Organizations of Intelligence Interest " (CD #2). 

Thereafter requests were received to prblish eeriain segments 

of area interest, such as all Russian abbreviations, but there 
had been no attempt to confirm translations or even the correct 
foreien language title. | 


GROUP 1 
Excluded from automatic 
downgrading and 
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Co Daley iee, 
Te 


 atennnsesengline a he oi ea 


d a 
ee ANC Chrter de eager to deagi 


indexing using, machine. techniques, so while negotiations 


were continuing for the development of the Intellofax equipment 


aol for the construction of a unde iGo glassi ification scheme, 
wanagenent decided to index the ii Baily Reports. This 
actually became the first data base availeblle for machirs 
retrieval from the Reference Center, Two analysts from the 
Classification Unit were assigned this task and that manpower 


, 


exing was discorsinued in 1952. 


a 


coverage continued until ind 
Card punching began on 19 August 197. The index cards 
contained the following information: security cleas3 aS J 
pamphlet date } one das eit subject from pMajoe subject 
categorlestarmr, Navy, Air, Science and Geogravhy, Domestic 
Political Affairs, foreign Political. Affairs, Bconomics y 
Sociology and. Miscellfynous) j page reference} intercept 
headline } transmitter ;) target countries. 99 countries vith a 
Tipe digit sequential code made up the areé codes. The requester 
was furnished with a an; of the selected cards showing: 
iitercept headingy page reference } pamphlet dateg s ecurity 
classificationg and areas. By the end of Soptomber 19)7 
1,,752 enrds bad been punched and filed. By November the index 
covered reports Issued since Magy4pa7p 


This method cir indexing MMM Dasay Reports continued 


~ GROUP T 
Excluded from automatic]. 
downgrading and 


egsiication _ 
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uatil January 199, when a procedure was pub inte 
effect gk srL0%00 for a redesien of this particular 
IBM card in order to make use of the ISO subject and 
area codes, Again only one subject codews permitted, The 
name of a prominent individval was entered in the first 
15 spacey of the eran hich was restricted to 10 spaces, 
A year later | and the CIA Library joilatly 

prepared for incluston in the front cover of all restricted 
issues a short announcement advertising the availeble 
indexing facilities. Based on recurring requirements from 

the Library sent out 
certain offices, particularly ORE/OR8 and OST, typed 
lists of pertinent titles to these offices every weeks 
pane Ot ear ty January 1952 the Library a dvised the dise 
continuance of the indexing of the Daily Reports for bibdcde L 
reasons s Ragiasts averaged only 10 a month plus four 
recurcing requestss and with indexing restricted to one 
subject per article because of workload in the Analysis Branch 
and in the Machine Division, adequate cross references to 
cover all subjects within an article could not be made. 
The Chief, Analysis Branch in a memo to the CIA Librarian 
stated that the two analysts thus released would be able to 
devote Lull time to help: reduce the Inbellofax backlog of 


several thousand documents, 


~oRaue 17 
Excluded from automatic 
downgrading and 
en ae" 
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Ye Andrews concurred . . 
Dre Andrews concur: because of severe 1952 menpavor 
cuts and because the OCD Registers picked up the 
found 
personelity and industrial plant information in the Paily 
ae 
BR be ii oe : . . 
eportse On 6 February thre Library discontinued the doding 
of ell radio broadcast information. Although the I8M 
cards were retired to, Records enterd. y the Library retained 
a master printed form of all the coding effort, 
The issue of the desirability of reeesteslishins 
sone of Uh Spagigab iL tty eo Lishing 
a machine indedt to the PP ety Reports was raised 


periodically, (See Library Consultants Report of 1957 


and llerner Contract of 1958) 


2, tavly Intellorex Goverasec 
ee a lcintrenemes Raa hea NOR: EEDA 


re ee 


With the publication of the ISC in March 19)8 

it was possible to start indexing in ear eeebe The first 
ah 

efforts were confined to OOS reports, One Transmittel Sheet 
Was prepared for cach document: 1t contained a bibliographic 
statement, an abstract of the contents and pertinent 
codes, Until the Central Index had ipoindspesdonbel and 
reproducing equipment to type and reprodice abstracts on the 
tabulating cards, only the punched data appeared on the 
IBM cards awe Lhe Transnittal Sheots were filed in the Library. 

Plans called for the receipt of 7009 ¢ ceuments 
4a day, Experience alreacy showed that a classifier could 


1e/ 
abstract only 320 documents a dayeJ Becker noted in dune 1918 


i GROUP ¥ 
Excluded from automatic 
downgrading ane 
Cake locassieation 
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that a T/O of 20 professionals in the Anslysis Section 


would not provide adequate manpower to abstract every document. 


Moree be} . a 
In “November +ne current intake was between 1,00 and 500 


(predecessor of CS documents from the Clandestine 


Services) and 3000 other CIA renorts was decreasing br 
17/ 


150 items per daye Of the es of non-CIA 


reports it was estimated tha pee of the 154,000 items would 


- ne 


nov warrant indexing because of contents whe unclassified 


and restricted documents for 198 were indexed bry Spoctel 


2 ‘ 


Projects {1 ("the pocl”} Documents. issued in 1946 and 
197 were processed but only thode of priority areas of 
interest, Becker statec thet Lb woutd appear hos: sible that 
woe can set a 1 January 199 target for providing cailx 


4 ae - 


tebsfox service,! od this did occur 


tuo repoct to the assistant Idbrarian oa 9 


Mepeh LOY 3 =— gave the following status report 


18 
of Invelloftax coverage i8/ 


eo ALL "A" type reports were currently incexed since 
seplemoer 4918 

be "5S! type aocuuents were selectively indexed, such 
as ell State CR r—ortsy and Top Secret reports. 


Ge ALL corrasnordence with oan ieacutive Registoy munber.s 


de AL baYbL! Lographies on File in the Tlovery 


Ce A ae Joan Looms 


GROUP 1 
Excluded from automatic 
dowagrading ond 
declassificatian 
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Heavy backlogs frequently fequired stringent measures 
that affected coverage/ For h months in 1919 unclassified 
State Department despatches were not indexed. This was 25X1A6a 
briefly expanded to include any document fron [RE or 
African and Latin American posts. No effort was mde later to 
fiLL this volde 

Document coverage rese from 6,681 documents in 1918 
te 227,106 in 1950 or a total of 11,329 documents indexed 
into the Intellofax Systen the first 3 yours. There are no 
comparable figures available on ths number of Intellofax 
requests received in this sate perlods From 195L through x7 
requests from CIA and non-CIA usars averaged 3/1 monthly. 


Grour 1 
Exduded from automatic 
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Be NODEX 


Barly in the indexing processing ib became spparent 
Uae 
that certain documents dealt with information teat was of 
little or no intelligence value for retrieval purposes. 
The term "NODES" wag coined to repregent these documents 
vy A would not be indexed into the Intellotax System, 
Oviginally these were documents of a purely administrative 
neturese As the System grew, however, more subjective 
judgment as to the value of certain information for Intellofax 
retrieval purposes was exercised and the list of NODE items 
grew and changede In some casesy tt was subject information 
¥ Was rejected, in other cases, it was an embire series. 
i 

There tase vay the-Libranyeeukd prevent the receipt of— 
these-cocuments;-besides;-sens—oifics—_in—the—Agency—migirs— 
want_tos.ee-them, The whole question of what should be rodexed 
was mess much debated througiout the entire Intellofax history. 


No two rescarchers agreed and much criticisin was levied on the 


System because of certain NCDEX decisions « 


The selection out criteria in-theearty-days—at thd 
entirely 
hivellofax Gystem fell upon the classifier, wre-voubs-se- marks 


a @ocument and ite-autached controk cord tr tie betch eiveloves 
ies foster 
aoe Ane Incoming and Dispatch Unit of the Library seen. rocorni,ed 


certain series, such ag Army Whots Who Reports. These were 


batched senerately and cid not even come to tne attention 


| GROUP 1 i 
‘ Towngradg ond 
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les for every 
ver, contaifsd only 


ounces, Mocynent 


7 5) dus/in searchine throvgh 


Li : 
the Soegfce 2 ‘a bk de TTment identifd@casidn, 


@he early 19590 NOLEX Standards included such 


topics or series as? 
ae Purely administrative mayters 
be Consular or commercial functions (replies to 
complaints of Americans about Jack of service) 

ce Notification of change in security classification 
Ge Agencas ox various international. committees 

@€, Order of battle (considered a military esponsibility) 
f£. Transaittals of enclosures not attached end 


not scribed adequately. enough for indexing i 


ge Industrial Cavd Pile (IC) reports giving 


primarily plant data 


he Who's Who reports 
4, Joint Weekms (considered cables) 
Out of 17,367 necunienS vrdeessed in January 1951, 


1125 mere necaxed or (Awe i the totals LURAP purolueaf 


GROUP 1 
Excluded from automatic 
downgrading ond 
declassification 
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A printed list entitled "NoJek Standards from Start of 
a 


Intellofax Systen to duly 1966 


Parenthiesiss* is indicative of the colorful history of the 


NODER progrea, (see attachwent) Throughout the yearsy classittiers 


™» . ° : a s 
and seferoence Librarians were always reminded that ths list 
aL 


was only a puide and that a document showld not excluded from 
Intellofax subject cormbrel because some items within the 


Standards appeared in ib, 


a 


(For microfilming of NODEXES see page 13) 


GROUP 1 
Exeluded froin automatic 
downgrading and 
ae dleclanificution 
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lig Cables 


hee See 


OCD management carly in the Intellofex histery 


decided thet cables end telegrams would not be considered 


a part of the central reference system for subject/cvea 


retcieval, There was no question es to their current 


intelligence value, but OCD did not consider tiem 


vital to retrospective searching and therefore Telt 1b 


Was uneconémical to incex the enormous cable flow. 


re 


Inte llofax 


‘nis philesophy carried throughout the years of the 


a 


System, elthough there was a prief Murry 


w 


of a cable indexing experiment in 1963/6) (see ,) 
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De iNtollofax ax Procedure 


le The Snteh Systen 


ee came cna ogee taped tenant 8 


ae 


I, August L9lS COL management decided that a review 
of the existing and contonplated document handing pro~ 
ecdures should be mede with a view to determining if 
such procedures could be modificdte expedite the distribution, 


a 


classification and indexing of documents pending the fulfill. 


25X1A9a 
ment of T/O requirements. of Administration 
and Management worked closely wi in setting 25X1A9a 
up a detailed procedure for the use of multilith mats 


in controlling and ‘indexing intelligence cocuments, This 
was the beginning of the soecalled "batch" system, which was 
modified mam times during the next 19 yearse A batch 
usually contained in one envelope 15-20 documents of like 


SOUrCE s (This was similar to the organization of the 
The classifiers were 
disseminabion function in the Liaison Division) not i a by 
source breakdown mtil A 1952.) % 
Pat into operabion in ~ecenber 196, the system 


! 
i 


included the complete processing cycle of dissemination, 
distribution, indexing, key punching and final filing of the 


documents in the Library document files. On one multilith 


mat with a preprinted distribution lags or dissemination 


t. ‘ 


points witicin the Agency was typed bibliographic information 
(sourfe, date, title » security classification, etce)s 


this mat was the bagss for the preparetion of control «14 ps 
wads 
x 


( a cub eff TEh car) ‘bo be attached to each cistributed copr of ge cGocunent, 


One control slip also became a souree card (see page 45) ) 
~eROUE TO 
Excludad from autamatte 


dauwngrading and 
declassificclion 


* S60 ab tachment ain Balch procedures 
of e Yeserbor Le 
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The classifier used one of these comtroL slips er 

cepds on vhich to webte the necessary codes for 
ultimate key punching. The typist prepared another 
multilith mab to ve merried with the punched IDM card. 
The resulting Intell ~Atax Pere conbained fields on the 
left for the codes; om the right end wf the ecard was 
the printed biblioprapkxic information which could 


Mm 


be casily read bir the naked eee this duplicate 


Wag 


preparation of multilith mats continued uhtil 
1956 ,;when a revised batch system eliminated the preyaratioa 
of control cards for distribution purnosese 

In September 1919 cach cless*fier vas assigned 


a . 


po an InbeLlofex stamp bearing his indivicual number. Used 


instead of the classificr! 


s initials, the stamp vas 
in thece places: (LL) on the face of the document to 
indicate thet inde<iag had been completed; (2) on the control 
card for the coces, so thet key punchers covld question a 


closaifier, If necessaryg end (3) on the 3x%ch Control Sheet 


Weich steyed with the group of cocuments through the various 


A review of the finst Procedure Manuals written 


a 


fa ThE and 1929 for the machine operations and fou 
the indexing of documents shows the intriceecies of the 
IntelLlofax System as it ceveloped, A procedure had 


st One say ee a “GROUP 1 
Wo ee sample ecore} ol a LL Excluded from eutomatie] 
downgreding and 


5 . declossification 
z bitin i a is == 7 apo, 
* Soe senple Jhibetiorail card 
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to be written for every exception, 

For examples 4net to Tention = Levi Extra IBM cards 

were printed for a number of offices« Top Secret Control 

in order to sect un its ow source card files Contact Office 
the Intellofax card 

for every COm3 document coded so that s%-could be natched 

with CO's own contact card (and this procedure continued 

until 1967); Reference Branch of the Librery for every 


Fanished Intelligence and Basic Intelligence document 


for setting up a cumulative index hy subject, area 


tek 
and title (this stopped in 1953): anc OR: end OST offices 


dhe core engaged in the abstract program (see page 37 )e 

A special procedure was written for loan documents i 
had to be microfilmed, IY more than 1 subject codes 

appeared on the control, slip, the classifier vrote "HATS" on 
the Batch Control Shect opposite the CIA control numver in 

he "coded" column to indicate that additional Intellotax cards 
wore nocded, 

As the years progressed, the system became more involved 
and procedures were constantly revised and hopefully iweroved,. 
The Machine Division and the Library persomel. worked 
hand-in-hand in developing better and fester metiods of 


evodessine the document lov ge and in teabyine care of users! necas, 
ES Lm] 


ie. 


* Gee gemple Betch Control Sheet 
Gai TO 
Excluded from autamatic 


rn downgrading and 
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DF lash" 


An induxirg econory: weet developed vas’ the so- 
23/ 
called "flash" procedure. By January 199 classifiers 


recognined that there was a sizdsble segment of cociuments 
Qo o 


slate overed the same subject matter each time and y oy 


7 
were Issued periodically. "Quarterly Milubaiy Review, 
at 
“Weekly Iist of Infectious Diseases", WSemiefnnual 


Reilroad Statistics" wore a few examples, It was a 


bo code_ 
Lave 
mir he is 


cr 


waste of indexing and key punching effort 


these documents every time they appeared. 
such a documbnt wes encowtrberodolt vas coded and 

abstracted in a table of contents ma Viner; the Intellofax: 

card bore the usuel bibliographic stutemenh but without 
report number or dabee The word "Flash" appeared on 

the IBM card, A master Transmittal Shoeb ou which the 
abstract was prepared was filed in the "Wlasht book 

in the Analysis Branch. Livery tine a similar document 

was received, its report number and date were entered. 

into the PFlash'* beok on the Transmittal Sheet. When a 
subject retrieval request turned up the original "Stashtt 
card, the librarian or classifier knew that he most 

refer to the "Flash" book to find all the documents which had 
been published and received, This "Flash" record vas the 

only means of determining docuneht numbers in order to 


retrieve the matertal gud’ po? the document file, 


“GROUP 7 
Excluded from automatic 
downgrading and 

esefication 


PAS 


Sheree’ 
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Although lists of "Flashed" reports were 
periccically distributed to the classifiers=4 and 
the lists grow-+ the classifiers were always 
reminded to glance ab the current documents to guarantee “that 
they were sufficiently covered by the codes originally 
established, Changes in the ISC as well as wider subjecs 
coverage in the series did necessitate added coded, 

fhe "Flash" system finally oublived its usefulness. 
lyregularity of pssvance of certain series, the manual 
labor involved in mainteining the "Flash! book 
for a verlod one copy was maintained in the Reference Branch 
also), the nuisance of not having a source card for every 
document, and the advent of the revised Intellofax 


e 
system--all combined to juts damise in 19606. 


GROUP 1 
Excluded from automatic 


7 downgrading and 
Sener cangroding 
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3. The Abstracting Program 
Dr. Andrevs vas very prouc of his central referonce 
ti. 
u ry 2. ae ay 
facilities anc by late 1939 he fell thet OCB was an 
the track of a “far more effective solution to 


providing analysts with quick retrieval ef intelligence 


. s a 
4nformation than has ever, anywheren been achieved 


betores!t He devoted 32 peges to a definitive cdesorzption 


of tho Imsellofax System, entitling his monograph | 
Central leference Facilities. Stabus (L Novenber 19h?) 
and Objectivess' (He had prepared this paper at the 


: : 2% 
ae iniascten Sy cire e:. Ya ee pee eye 
request of Chict, COAPS for the informetbion of ell offices. oo 


The Table of Contents is indicative of the complote 
coverage of bis subject: 


Summary 

Glossary (of Intellofax terrs) 
Maynitude of the Problem 
Classification Scheme 

Intellofax Stisten 

Index Files 

Abstract Files 

Highly Bpecialized Reference Probiems 


In his usual dynamic approach, Andrews had 
gred fe 


briefed spectalists in OPE on the potentialities of the 
InteLlofax System and how anelyst parbicipation i the growth 
of the file would benefit the system and therefore the 

vhole agency. In other words, he was asking analysts 


if they would like to contribute coded abstracts to the 


fille, He steted thab only the specialist could decide 


| Grove 1 
Excluded from aviomatic 
downgrading ond 
= rs A BF a dedlassification 
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whica Wet the importent documents bearing upon 

his field of specialty end onfine specialisp could 

welte competent absbracts of suchd ocumontS, His 
first approach was to the NEA Division of ORE 


because he knew the Division Chief well, I! Jannary 
25X6A 


of 199 th iii began electing anc abstractLag 
25X6A 


the most important documents on ae. The, assurmohion 
wes thet if the system could be made to work sabis~ 
factorily for one oreay! then it could possibly be 
extended bo specialists on other arease OS1 also 
commenced operabions on a trial besis in February's 
and the creed desk of ORE in March, (History repeets 
itself) Turing 1972/73 the GTI arsa 

25X6A ond IB) of ocr is providing input to CRS's AIBIS 
computer system on anexperimental basise) OCD meanwhile 
continued towrite abstracts of a table of contents type 
for publications covering a wide variety of subjacts 
and areas, On pages 23 and 25 of the Intellofax sbvudyy 
Dr, Andrews provided samples of COR, Of and OST 
abstract cards, A so-called contributor cod2 was punched inte 
colum, 21 of the T5N see so that if a specialist ever 
wanbed to retrieve cily his own abstracted material, he 
could do 5. 

Tho two desks in ORS providing these abstracts 


GROUP 
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downgrading and 
oe dediayication 
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told De, Andvews that the abstract files were proving 
excecdingly useful and that the process of writing 
abstracts had in itself ylelded a ngefber cf unforeseen 
Qys anger 

put highly valuable by-products, sushas: 4 tino 
saved in prddocing weekly and monthly summariese a 
carbon copy of the aostxact or Bransmittal Sheet 
was filed in folders in a strictly chronolosical order 
and provided the desk chiet”a fully documented history 

; 
of day~to-day everts in the two countvles¢ by raining of 
junior professionals was improved, speeded up ana 
thondueniye locked into the production system oy the assignment 
of writing abstractsg ( echnically difficult reports 
no Longer went into the Whold" baskebly but were analyzeds 
researvbed anc absbtractede (Ff [te space was saved, bconuse 
the abstract could replace the original report. 

Much as ne had fostered and approved of the abstracting 
program, Dr. Andrews became concerned about the sapid growth 
ox the abstract files in Intellofaxe By theed of the year 
there wore 16,0)7 abstracta (CCD¢28473 ORE 62153 OSLm8955), 

alg 
and they were crowing at a staggering rate, Hewarned that 
each 2 tension of the system to a new croup of specialists 
fovelved difficult adjustments, revisions andexpansions in the 
classification schema, required more typists and could be 


accomplished only by day~tusday hard work, How true| 
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25X1A9a 
_=- spent a large pronortion of her time in 


IGh9 and 19°O working on changes andexpanstons of the ISC 
to satisfy the needs of these new contributors, Area meee for 
three of the Near Mastern countries were expanded to take 
cara of provincial divisions, This later created soma problems 
because they wore never used for retrieval in the Intellofax 
Sys lene 

Andrews concluded the Summary to his study with 
these pertinent words: 

Because of the selectivity Meine exercised in 


ee 


oo 


building wo the abstract files, ve are forgin 
tool. which in years aheed will enable us to drain 

off vom the Library thode documenta which are 

of scaut importence, thus making room tor 

the current inflow and ensuring that reports of 

real. inportance are held availeblee Tt ts quite 
possible that the central reference systen beilng built 
by CIA will ultimatel prove the most irportant 
central iuteliig ence service which the Agency provides. 


The abstracting program mushroomed from tts beginnings 


in 199 reaching a @#rescende in the carly 1950's, The 
. 25X6A 
25X6A Ren © KSA joined the program in 195Gas 


et 


istone TrokSS0- ORR -contribubed 
21 


- Se. sist Spec Sag aes sete we ' mo * 
LE,8f8-abstracts7" 05T-20,186, Some of these cesks even act up 


did Lgriculture/FE Div 


their filing systems acacar ae Lo the IS¢ subject brealsGoimns « 
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Ort 
Other divisions or branche began to contribute in 19st, 29X1A9a 


on the encovregenent of the 


“sei se MEREOOEL Pa call 
whotras interested i: 


savinge ORR comuributed 
16,558 abstracts in 1950 and 1 
anounted to 20,186 in I9fO end 20,715 in 1951.7 


0,595 jin 1951, Ost contet bt Lorms 


25, 


Q- 
However, the dowmuvard trend beca 


2nd began in 19% /53 ee Gieen 
iw 
ahd 

Specialists in OkR and OST were 


« 


» Anterested in spending their 
time Jearnin:, how to use the ISC corre otly for in-depth 
candied ax, 
Incexingy USES! Physics and OST/Mecicine weve NCEVy 
Nie SS age Py. * Ex 
‘ wit me ms conbribator's ge but Dinally ceased in 19%) 
oe “ip aaee oy 


and 1955 respectively. @ 


Z 

eget, icing ut last ORR componcms te st. on tin rity os 

Coats Tie more! 
“fon AD ae de ase 
ARE BAER CALA Y 


Sas are a OCD manazement had always hox ped that these contributions 
Aa WAT AM, eh 
é a i i - Agfa had a 24. « . fat ¢ 
WAC A pa, ae io Would preclude tho indexing of these same docuwants by the 
{fhe i se 
i ANS ‘ A / age ed ae : . : 
i af a i fee , VOD classifiers, Bhis was never possiole, for the specialists 
pO Calf 
ro ire ft Die el z 
soe Las de ce ah frequently Gxtracted and coded. 6. only that part of the 
A i j + | / i? ah 
b rn Ba ¥ diy! aty *) 3 +t 
we AM A 8 pena lye document that interested then, There wes never any gueranice 
Frag ht MA UA a j 
ss hig Ae patie that the enbire document was covere 
7 i ail MD, 
birth | 


~e NO duplication continued: 
both IBH cards w 


Ve 


ould turn up on ea machine run if the s 
had beea used (and there was 


In sugh a case, the GUD cle 


Seine codes 


no guarantee of this, either.). 


ssifier or the Tbrarian in 
ecreening the cards before an intellofax tape vas m 


pull put the nore@ostracted card as bet.ag less 


3 Meauinerul, 


GROUP 1 
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ane and 
Smet _d2classification 
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4 great danger to the inhehletar systen later 
surfaced thyfntho vesearch offices had ctooned + 
Ty pel * , 
absuracting crogrmaa, teferences turned up JP coe 
Ww) lovey td ~ 4 ; 4) . 
¢ retrieved ef iumger, such as articles in Russian 
sclentifie jounrals indexed by OSE and Later thrown AMET 6 
“ 
a3 ; “ : 
fo limit as to soyree meterital had been pleced on the 
savy Ta eek ert 4 3 ni. 
spectelish Guo nicht eveniart to extract or peeperc an 


ey ty ian: oh ea ais: by 4 = Pyne = 
abstract fro the New York Timcs, In the rid 3 96015 


(exact date not confirmed) all Ibsl cards with the contributor 


coue were pulled and des stroyea Sor they added nothing to the 


VAS £2 5) a bag : 
Intellofax file, but eather created retrieval Aqiffieult-.ss 4 


“orale pr 
: Excluded from autamatic 
y ~\ demngrading and 
quamenGearrle eee, S daclassification, 
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Microfilwuing 


Re The Microfilm Program 
Ons of OCD's problems was that of keeping the library 
operating at a maximum peak of efficiency. The Intellofax 

—— had made available a greater volume of library document 

references to a larger number of requesters than had ever 

before been possible. The increased output of the Syaten 

had resulted in a corresponding increase in requests for the 

documentary materials referenced. Ip wishing to offer maximm 

service to ail offices, the Library was faced with the dildma 
of coalescing two variations in point df view as to theses 
services, On the one hand some of the Library users insisted 
on an invlokate set of documents in the Library at all timese 

On the other hand, some insisted on the availability of 

library materials to their respective offices upon demand. 

In answering this criticism by an ORR analyst, Becker wrote s 
We clearly recognize the need for ensuring the 
ewailability of a master set of documents; 
however, keeping an original document collection 
poses probiems of filing, space, circulation 
and referense which are almost wverwhelmings 

With 617,562 intelligence documenta on file (but not 
all indexed) in the Liyrary by September 1950, space had also 
become a serious problem. There was no doubt in anyone's 


mind that microfilming was urgently neededo 
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Exduded frony automatic 
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25X1A5a1 


25X1A1a 
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In March 1950 the Library began experimenting with a 
ndorofilm end print procedure and by mid=1951 it beget 
to microfilm all single-copy material on 3Q mn, reel filme 

Tha Machine Division and the Library worked closely 
togsther to develop the best sort of syatem to solva the Agprary 
dowment storage and retrieval problem. In January 195m na ae 


his deputy, (NE exanined equipment ot 
EEE, «herein wicrofiin vas 


mounted into an IBM aperturs or window card, This system 


allowad each doctment that was microfilmed to becom «a separate 
entity in itself and not just part of a reel, as was generally the 
eaze in most mlcroflim applications up to that timee | 

In Sctober 1951) Becker told Dre Andrews that the 
problem was urgent and ‘ke proposed that the Library microfilm 
all incoming decuments, keeping a copy of the document as well ne 
the microfilm, The latter would be available at ell times both 
for viewing purposes and for reproduction in cases where the 
requester wished to retain a copys Om, 19 December 1951 the Project 
Review Conmittee -anthorized “mieroftiming of-all.denifieart. incoming 
antelligence documents". and sppreved funds in the smount of = 
zor the initial purchase of equipment end in the amount of QM for 


Me 


fihe annual costs of personal services and suppliese 


GRouP 1 
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29X1A9a 


°5X1A9a I 3 ete-conceenence- 
ee reas Tete ouaae quaseien/sealebsbyationderice of 


Organizations and Methods Be ce” surveyed HS Broprosed OCD eowlaee 
an nr Ker 
Microfilm Project and-cubmitted a final report on 15 October 1953 


She-recommended that the personnel required for operation of the system 


bg on the COD 7/0 and under CCD supervisiensatt v-than-under phe Offies 
wy 25X1A9a 
of General Gerritess, wine iin: propesed systen 


_-would achieve by 1956 the-folbowing= ‘8 immediate film inspection, 
"immediate customer service on the entire colleetion, eliminate tracing of | 


documents and repeat borrowings from other agencies yg about 90% economy in 
space and filing equipments better utilization and conservation of personnel, 
WEE permit reduction in size of researchers! files and wilt .expedite the 


26b 
chain reuting of sdoumsnrbag eel 
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declassification 
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Regeareh and tesbing_ continusd throughout 1951, 1952 
and 1953, At a GIA Bidget hearing in 1953 aU Andrews stated that 
the Machine Division's prime job was to keep pace with new 
devalopments all over the country but that the most important 

vasearch thea at hand was to develop a microfilm processor thaby 
in conjune t4on with the Intellofac equipment, would ensure that tke 
ldbraxy would give to the analyst the rocunents which he asked fore 

Aerefiiming of incomirg documents began officially 
‘in March 195d ine following equipment had -been-ordered and-was- 
on-hawd+two microfila cameras for the purpose of making . 


initia nicroftin resis, three 


ore MMerotonies Film Printer for copying the original reels, 


29X1A5a1 


(ona cory of the reel was placed in the Vital Documents Repos Ltory) » 

- - - three Masa 
Mnountersit bo cut the microfilm reels and install the frames in 
the apsxture cards, one Photostat PrinterProcessor to make positiva 


prints from the Spree gardsy, 
The aperture card ee @ panch card vinich had information sdentifying — 


the microfilmed document printed acyess the top and lémm. film images 

cf an intelLofaxed mcument mounted in apertures (openinga§ en the right~ 
hand sided Averture cards varied in thab a single aperture might 

conbaia ona, two, three or four aparturese Each aperture contained 

a maximum of tyo film images, each iInage being one page of a doonnents 
The bagie procedures of microfilaing documents did not change materially 
entll 1966 when 39m. film was vsed for the preparation of apertura cards 


tnotesd of L6rm. film, Detailed procedures were oublined in 


Approtaefrertaedse fi esa HARP BOTEHEB SEN Ei aes bs oaten pecomen ye 


-{WEELLOPAY pags 13 A seveening committee of Iibrarians and machine people 
see napeactine ie Fox Relea cs, NE WiaB DRS ONI5N B00DG 08040 0GBlodcuments ab 
. the intake point and to work wp proper procecurede The first 
documents mlerofLimed were Stabe Department despatchese These were 
followed by Air Forea reports (from an original ezalié copy, which 
had %o be returned to the Air Fores within 8 hours) in Aprils by 
Avny and Navy reports in July3 and by the last Ragieieesein. raportge 
in Saptembers 
Tha aperture cards were filed in the Circulation 
Branch of thé Library by control number assigned to the 
document, 35mm. reel filmw as used for documents over 50 pages 
in Length, Bulky and oversized documents were not microfilmed. 
The remainder of ve documents were photographed on Lémme films 
(S80 page h6 for microfilm designators of control numbers on 
sources cards) 
Wath fullescale microfilming in effect, the 
Idbrary and the Machine Division scon decided lake in 195), not 
microfilm NODEX documents because their contents did not meet 
indexing standzids. In April 1955 this decision was amended Sas 
tha wleroftlming would ocour only for thode NODEXES that were 
single copys raquived further routing, contained enclosures or 
were of CIA origin, thus ensuring an inviekate copy in the Library's 
In the step~byestep procesding or hatch procedures 
established for the Tlow of most documents, microfilming occurred 
after Indexing » 90 that NODEX determinatien could be made firgbe 
This had one big disadvantage in that the wicrofila of the document 


was nob on file until after all other provessing had been cenple bade 
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Print service from the aperture film became the responsibility 


of the. Cirenlation Branche Ayy equipment developments or problems 
were the responsibility of the Machine Divis ion, such ag experimenting 
with improved aperture card positioners for Filmsert viewers and 


with methods of printing documents from the microfilm viewers, 
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Fe The Bourcs Card File 


An important by=produe’é of the Intellofax 
System was the esyablishment of a source card file. The 
Library sarily recognized the need for a card catalog 
of document sources, similar to the author file 
in a book catalogo In the first coding efforts. of 
1948 the classifter wrote the codes on a 3 x 5 ‘ 
form on which the typists had typed the bibl Lographic 
datas This so-called 35-2 (so-called fron the forn 
mmber) was filled in the Library by source after the 
completion of key mimching. With the iaaveurst ioc 
of the Batch Sten tad the use of mitilith mata 
for the preparation of the bibliographic data onto 
the IEM card, the Machine Division provided the Idbrary 
with a 3x 5 rn . - 

ee z These "cut" Intellofax cards were used ag 
source cards until 19615 wien the Libfary abreed to =o from the 
Machine Division a funcked Intellofax cards“ the 
pdvantaze presumably being that these source cards 
could be sarted daily by machines» 
Tha source card file served several purposes: 
(1) inventory of document holdingss (2) identification y 


a document y/and (3) lecation of a document, Requestere 


looking for a specific document often did not have ths 


~ et 


x See page 29 
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 Sourea card 


Seiment munberg but might kmow ths oer and/or Pare 
The source cards were filed by souree, year af publication, 
specific post or agency breakdown and doounant manbers 4 
A brief tittle Cascription of the enclosure Nas ee 
AG was received co nob received, microfilmed or nob 
wlerofilned, appeared on the card, After the Librarian 
in the Circulation Branch had identified the document s 
she could then find ib in the files either eee copy 
files maintained in the samazsequense ag the gource card 
file or after 195), on microfilme Tne approach to the 
microfilm was only through the document ccatrol munber 
whieh appeared on the source card: 

"D" control number-—« on 16 nme aperture said 

"CG" control mutber=- on 35 mme reel 


"VY" control number-- not microfilmed and in hard copy 


—_ 


The source card which was prepared for NODEXES 
contsined only an abbreviated bibliographic entry, Bete, 
source, document mumber, date and security classifieation, 
The title and country were not entered. This abbreviated 
ndation saved typing timey but created problems for the 
Circulation Branch librarians whe searched the Source Card 
File for document identification. 
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Library 


Maintain and service a central file of abbreviations and code names of 
intelligence documents 


( Statement of Functions 20 Bept 50 
from Ex AD/CD to Management Officer) 


in Folder Flick wiaaddh AMG Box 59=875/1 
OCD History 19)\7—— 


OUP 1 
Excluded from automatic 


downgrading and 
janet | * dectassification 


—— —~ApprevedForRetease266-1/08/61--CIA-RBP84-0091 R606360646608-3-—__-. ——__- —————- — 


